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Information Tools   Chapter 2 Section 2 

 
Introduction In addition to the EHRP Position Management panels that are central to an 

the business process (covered in previous sections of this chapter), an end-
user can obtain Position Management MI in condensed formats from the 
following: 
 
• 

• 

Inquire Pages 
- Position Data Summary 
- Position History 
- Position Budget Status 
- Vacant Budgeted Positions 

Reports 
- Request for Personnel Action 
- Notice of Personnel Action 

 
Inquire Pages 
vs. Reports 

Inquire pages are essentially queries that are built into EHRP for users to 
easily access.  Since EHRP is accessed in a browser format, the inquiries can 
be printed using the Print button on the browser tool bar. Inquire pages will 
allow the user to view only one employee at a time that meets that inquiry 
criteria. 
 
Just as with inquiries, reports are essentially queries that are built for users to 
easily access data.  Reports can be printed as well.  The key difference with 
reports is that reports will show all employees meeting the inquiry criteria. 

 
Procedure The following steps detail the procedure for generating the Position 

Management Inquires: 
  
1 In the Search By field, select either “Name” or “EmplID”.   
  
2 Type the appropriate employee information based on the Search By field 

selected 
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Position Data 
Summary 

The Position Data Summary View provides information on data specific to a 
particular position.  The view provides general information, work location 
information and payroll information. 

  
Navigational 
Path 

Home>Develop Workforce>Manage Positions (USF)>Inquire>Position 
Data Summary 

  
General 
Information 
Page Sample 

The following is a sample of the General Information page for the Position 
Data Summary View: 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Work 
Location Page 
Sample: 

The following is a sample of the Work Location page for the Position Data 
Summary View: 

Management Training Manual 2-2-2 1/7/2003 2:29 PM 



 POSITION MANAGEMENT Information Tools 

 
 

 
  
Payroll Info 
Page Sample 

The following is a sample of the Payroll Info page on the Position Data 
Summary View: 
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Position 
History View 

The Position History View provides information on incumbents currently 
and previously assigned to a position.  The view provides position entry and 
position end dates and salary information. 
 
The view also contains a hyperlink (Current Position Data) that provides 
detailed summary information for the position. 

 
Navigational 
Path 

Home  Develop Workforce  Manage Positions (USF) 
Inquire  Position History 

 
Position 
History View 
Sample 

The following is a sample of the Position History View: 
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Current 
Position Data 
Hyperlink 

Clicking on the Current Position Data hyperlink reveals the following 
information: 
 

 
Position 
Budget Status 

The Position Budget Status View provides budget information for a specific 
position. 

  
Navigational 
Path 

Home>Develop Workforce>Manage Positions>Inquire>Position Budget 
Status. 
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Vacant 
Budgeted 
Positions View 

The Vacant Budgeted Positions View provides information on each vacant 
position in a selected department (admin code). This view contains three 
pages: Position Information page, Job Code Information page, and Work 
Location.   Using the three pages of this view, HR Staff can determine what 
positions are vacant in a particular admin code and specific attributes of those 
positions. 

 
Navigational 
Path 

Home  Develop Workforce  Manage Positions (USF) 
Inquire  Vacant Budgeted Positions 

 

 
Position 
Information 
Page Sample 

The following is a sample of the Position Information page for the Vacant 
Budgeted Positions View: 
 

 
Job Code 
Information 
Page Sample 

The following is a sample of the Job Code Information page for the Vacant 
Budgeted Positions View: 
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Work 
Location Page 
Sample 

The following is a sample of the Work Location page for the Vacant 
Budgeted Positions View: 
 

 
Reports There are no position management reports available. 
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